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WERTLIN BEMISPHeHE (WH) ARBA [YVISIGHN NOTES

Orpanizational &tructurs

1. The Chief of the Intelligonge Staff is responsidle for both
requirements snd reports snd exercisee technical supervision and
puidance over the Reports O0fficers located in tha vearicus branchos.
In some of the branches Reporte Crficers process only positive
reporte, while in others, they procsss both positive and CE reports.
Also in sowe of the branches, Heporte Officers are used for both
oparstions snd reporte duties.

£. The 50 Deputy, the Chief of Intelligente Staff, Branch
Chiefs and all Heports Officers interviswed, stated most definitely
that the Brsuchebhiefs should be held responsible for both operations
and reperts snd tharafore Reports perscnnel should be assigned to the
branches. In thie comnection 4t was pointed out thet in order for
feports Cfficers te properly snslyse and ovaluate reporte, they nust
ke fawilisr with certain phases of the operationg, including the
agont's background, cepabilities, ete, It wes also indicated that
Af Branch Ohiefs are fawiliar with the quality of reports received
from field stabtions they are in & bobber posision to help judge the
performance of the Station Chiefs,

Parsornel

l. This division has an up-to-date and acourste T/0., In feot,
the personnel officer msde svsilable during the survey & copy of the
T/0 reflecting the nemes snd assignments of ell personnel performing
reperte dubies. This was wost unusual since in & nujority of the
divisions the T/0's arv chsolete. No additionsl positions are re-
quired for reports work. However, it wss indicated that priority
action ds needed %o £ill existing vscencies. Also a 10 por cent
over-atrangth to provide for the recruitment of personnsl as replace-
mente dus to maternity leeve, eto. would be most helpfel. 4t the
time of this survey there were no back-loge of Feports to be edited
or typed. The 50 Deputy pointed cut, however, that even though
additlonal posltions sre not needed for reports work, operstions -
work is sometimes delayed beosuse of the volume of reporte. This
could indicste the need for additional operations perscmnel.

2. T4 wes indiocated during the survey thet one additional
Eeports Officer position had been informslly approved for the &Special
i’;ajsc’w Branch, however, it had not Weon suthorimed on the present
/0.

3. A1) persomnel interviewed wery of the opinion thet typists
for reports positions should be recruited from non-gollege gradustes

where possible. . _
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1. Poushes are received in the Division msil roor and after
the manifest is checked the dispatches are forwarded to the braneh
concerned for legging and routing te the Reports and/er Operations
Officers concerned. One copy of the abstract file slip, with date
of reseipt in WH Division stamped thereon, is filed by stationm:
nuxber.in the Divisien mail reom. Because of the fact that the
file Boxes containing the sbstract file slips require considerable
storage space, consideration ie being given to the use of log sheste
in the Divisien mall room instead of the Forms 35-31. Abstract file
#lips are alse being used for logging reports in one of the Branches,
however, it was the consensus of the Reports personnel that standardized
log sheets should be designed for use in logping reports instead of ithe
individually designed log sheets or sbstract file slips.

2. Parsonality and subjest card files are bein; maintained for
use by Reperts Ufficers. These cards are typed by both Reports Officers
and clerical persennel. It was the aonsidered opinion of all Reports
Officers interviewed that these [iles are absolutely necessary in
oerder to properly process reports,

3« I was indicated that a;proximately 90 per cent of the raw
reports are re-prepared in draft form prior to the typing of the
maltilith mats. After the rough drafts of reports are typed by the
Reports Officers in the branches and properly coordinated, they are
forwarded, with the raw reperts, tc the Chief of the Intelligence
Staff. The secretary to the Chief of the Intelligence Staff obtains
50 or S(DB numbers from RC, checks the format, grarmar, etc., after
which they are reviewed by the Chief of the Intelligenee Staff for
content, The drafts are then returned to the branch concerned for
typing the multilith mats. &ifter the mats have been typed, they sre
checked by the iheports Officer concerned, coordinated if necessary,
logged out, and then forwarded to the Chief of the Intelligence Staff
for logging snd release to RC for reproduction. In connection with
this process, it is believed that the rultilith mate should be typed
by typlsts assigned to the Office of the Chief of the Intelligence
Staff instead of having to return the drafts to the branches for the
preparation of same. It was Lhe gonsensus of the Branch Chiefs that
this would not only simplify the procedure but alse conserve time,
effort and equipment.

General Notes Including Comments hegeived

1. Because of the physical location of the ¥H Diwvision in
Quarters 1, considerable time is required for messenger ssrvice,
necessary liaisen, etc. with other crganisatienal elements of Cla,
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bt Itr m’ indint:d that it would be most helpful if & would N
‘Omf oe Fednd teuruw g :nd/cr Periedic Eroup meetings for the Report
mfﬁcm - W} ] arious divisiens for the PuUrpose of d ¢
#ing wuteal provlems and xchapging ideas; ' ale-

3. Minor translatien |
‘ problems
&:&ﬁmt sepeaially ias mm ,g; ,m:::::ﬁsreé in thie
length of ‘“ﬁgﬂ %ﬁw&n docunénts by FID requives mlﬁma aguage. Sinee

ko ; ) : e — »
Ripam Q"ﬁﬂﬂ REN, vl ugm 10 per cent to 25 per cent
et Jors, Pding, filing, ete, i majority
‘ nel. Tt was iedinero 4 and shewle be performed by clarical
xmrh ﬁthswdmw & that & pesition ef *Carder Analyst” was
ormer ot trendin perforas carding, ete, Hovever, it was eliminated
8 Were alleged to have been a duplication of RI
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